
Marchwood Parish Council 
Marchwood Village Hall 
Village Centre     Telephone: 023 8086 0273 
Marchwood       
SO40 4SX      Email: office@marchwoodparishcouncil.org.uk                    

 

www.marchwoodparishcouncil.org.uk                                                                                                               

3rd March 2020 
 
Dear Councillor, a meeting of the Parish Council will be held in the Pine Room, Marchwood Village Hall, 
on Monday 9th March 2020 at 7.30pm, you are summoned to attend. 
 

Brendan V. Gibbs 
 
Clerk to the Council      

AGENDA 
 

1. To receive apologies for absence. 
2. To receive Declarations of Interest and any approved dispensations. 
3. Public participation – Should not exceed 15 minutes in duration. Standing Order 3 (e) & (f) 

December 2019. 
4. The Chairman’s report. 

 
5. Marchwood Twinning Association. To receive a presentation from Mr Keith Petty. 

 
6. The Handy Trust (provision of a targeted youth service) – Report A. 

 
7. Reports from the New Forest District Councillors. 
8. Report from the Hampshire County Councillor.  

 
9. Minutes: To confirm the minutes of the Council Meetings held on the 9th December 2019, 

20th January 2020 and the 24th February 2020. 
 

10. Memorandum of Understanding between the Lloyd Recreation Ground Trust and 
Marchwood Parish Council – Report B. 
 

11. Policy Review 2019-20 – Report C. 
 

a) Discipline Policy. 
b) Grievance Policy. 
c) Sickness and Absence Policy. 
d) Complaints Policy. 

 
12. Orders for Payment March 2020 – Appendix A. 
13. Income & Expenditure as at 29th February 2020 – Appendix B. 
14. Income & Expenditure against Budget as at 29th February 2020 – Appendix C. 
15. Balance Sheet as at 29th February 2020 – Appendix D. 
16. Bank Reconciliations at 29th February 2020 – Appendix E. 

 
17. Financial Risk Assessment 2019-20 – Appendix F. 

 
18. Committee minutes to be received as follows: 

 
a. Planning: 2nd December 2019 and 4th February 2020. 
b. Policy & Resources: 18th November 2019. 
c. Amenities: 11th November 2019. 



19. Exempt Business: To pass a resolution in accordance with the Public Bodies (Admission to 
Meetings) Act 1960 to exclude the public and press from the discussion of the following matters 
where publicity might be prejudicial to the special nature of the business. 

 
At this meeting those matters include to confirm the exempt minutes of the Council Meetings 
held on the 9th December 2019 and 20th January 2020 and to further discuss a legal matter. 

 
Members of the Press and Public are welcome to attend any meeting of the Parish Council.  These rights are enshrined in the Public 
Bodies (Admission to Meetings) Act 1960 and the Openness of Local Government Bodies Regulations 2014.  
 
All in attendance should be aware that filming, photographing, recording, broadcasting or transmitting the proceedings of the Council 
may occur during the meeting. 



Full Council 9th March 2020 Report A  
 

The Handy Trust Bid Document (SLA) 2020-21 

On the 25 February, 2020 the Trustees of The Handy Trust approved the attached document 
to form the basis of the 2020-21 Service Level Agreement for a targeted youth support 
service in Marchwood. 

The 2019-20 Service Level Agreement (SLA) promised a broad, balanced and varied Youth 
Support Service, which the young people in the Parish of Marchwood valued and the 2020-
21 bid document continues this undertaking. 

This document takes into consideration the outcomes of the Service Level Agreement 
Review Meeting held at the Marchwood Parish Council Office on the 13 January 2020 and 
endeavours to enhance many of the current offerings. The report of this meeting was 
discussed at the full council on 20 January 2020. 

The SLA Review concluded that our dedicated Youth Workers delivered a full range of 
activities that our young people enjoyed and appreciated. Annexe 1 highlights in greater 
detail the full range of provision planned for 2020-21. 

Two quarterly reviews and mid-year review will be the basis of the management of the SLA, 
and any mutually agreed variations will be by contractual variation. 

Annexe 2 confirms resources are prioritised on front-line delivery, thereby giving Marchwood 
Parish Council excellent value for money. Please note that there is no request for working 
capital, and there is a significant amount of external contributions. 

Cllr John Case. 



 
 

 

 

 

 

 

 
Provision for a Targeted Youth Support 

Service in Marchwood 
 

 
 

 

 
 

A Service Level Agreement Business Plan for 2020 – 2021 
 
 

 
 
 

Prepared By 
 

The Handy Trust 
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The Handy Trust is pleased to submit a Business Plan for the provision of a Targeted 
Youth Support Service for the Parish of Marchwood for the Financial Year 2020-21. 

The previous Service Level Agreement (SLA) delivered a varied and balanced Youth 
Support Service which the young people in the Parish of Marchwood valued. Between 
April 2019 and March 2020, The Handy Trust provided a broad range of activities and 
had many achievements in meeting the needs of the young people of Marchwood. 

A successful summer project attracted many local families for activities including arts 
& crafts and sports. The project was supported by DAF (Dibden Allotment Funding) 
to allow families to have access to healthy meals without cost to themselves. The 
project also allowed the dedicated youth worker to identify and support families who 
may be struggling by offering foodbank vouchers and shoe vouchers for the children. 

Supporting this initiative The Handy Trust (THT) worked on a multi-agency approach 
working closely with local police, schools and Youth Offending Teams (YOT). These 
multi-agency networks are providing the opportunity to share information, support 
families and help to integrate a home school link for our local young people.  
 
The Handy Trust was proactive in supporting local young people who were NEET (Not 
in Education, Employment & Training) in September updating their CVs, finding 
college courses or apprenticeships and assist them as they venture into the ‘world of 
work’. 
 
An innovative NEET project bid will be drafted during 20/21 to tackle both ‘Known 
NEETS’ and ‘Unknown NEETS’.  
 
Last Christmas, The Handy Trust was able to support families with presents through 
Wave 105 (Cash for kids) and Tesco. Tesco also provided THT with five full Christmas 
dinners, with two Marchwood families benefiting from this initiative. 
 
Throughout 2019-20 The Handy Trust and Marchwood Parish Council held regular 
reviews and contact meetings and recognised some areas of concern from the previous 
SLA.  
 
These are outlined below with some ideas for rectification.  
 

• Older Youth Club sessions – young people vary on how often they attend. 
Many are often at the recreation ground but hesitant to engage and access to the 
building. In conjunction with the Marchwood Youth Club, THT recognised there 
is a need to raise the profile of the Youth Club and the extensive range of 
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provision. Initial thoughts are to advertise in local schools and Marchwood 
Village News and distributed during outreach provision. Under consideration is 
a name change to describe the range of potential offerings at a  Young Person’s 
Activity Hub. Consultation with young people is imperative to achieve ‘buy-in’. 
THT think this is an opportunity to involve the whole community (Young & 
Old) at the launch event. 
 

• The Younger (Junior) Youth Club sessions witnessed more regular attendance 
but agreed there is still a need to raise the profile and promote the benefits of 
participation to juniors and parents/grandparents. 
 

• Outreach provision in the community – unfortunately, there has been a rise in 
anti-social behaviour locally, and there have been reports of weapons entering 
our community. Therefore, THT needs to proceed with caution to ensure safety 
remains paramount, but also make sure we are supporting local young people to 
take the correct choices in their behaviours. Moving forward, THT will continue 
to work closely with the police and YOT to share information and intervene with 
noted offenders. THT also hope to call upon the local community, many of 
whom are serving police officers, to support walkarounds in the village 
community for increased safety.  
 

• Targeted Youth Support Service - one to one (1:1) intense sessions have been 
very successful through the multi-agency approach. However, sometimes there 
is an unintentional delay where schools are slow to offer time for young people 
to see THT Youth Workers during the school day. This delay has been 
acknowledged and addressed to facilitate a planned increase in support. 
 

• Work in partnership with other agencies and members of the community to 
fulfil the needs of our young people and families at times of crisis such as 
Christmas – while we supported many families, the level of demand was high. 
Next Christmas, THT plan to begin preparations earlier and allow time to 
approach more agencies and community members to support our Christmas 
project. Also, through a multi-agency approach, THT will increase the resource 
and decrease duplication for families. 
 

• Provide a job, education training service for young people – this has been 
successful, but THT now wants to develop this further with a structured project. 
Identifying known NEETs through schools and targeting unknown NEETs with 



4  

use of a ‘mobile youth club’ – a minibus with hot chocolate to target specific 
areas where large groups are ‘hanging around’.  
 

 
Priorities for the 2020-21 SLA 

 
The Handy Trust has reviewed and evaluated the work we carried out on behalf of 
Marchwood Parish Council and is pleased to submit a new and revised Annex 1 & 2 
which sets outs our shared priorities for the coming year.  
 
Young people within the Parish of Marchwood continue to need the support of a 
targeted youth support service. This enhanced service often provided in their home, 
school and community. The Handy Trust will continue to offer support and be the 
bridge across all three.  
 
The Handy Trust has set out three deliverable objectives: 
 

a) Provide a full youth support service for young people aged 11 – 19 
across the parish of Marchwood. 
 

b) Provide support and drop-in sessions to primary schools and 
secondary schools. The core youth work is for the 11 – 19 age group.  

 
c) Support the CYPP from Hampshire by following their key priorities 

for children to be safe, be healthy, to enjoy and achieve (in school, 
their community, at home), make a positive contribution and have 
economic wellbeing.  

 
The strategy to achieve this is further articulated and financially calculated in 
Annexe 1 and Annexe 2.  
 
Underpinning our intended outcomes will be to successfully utilise our 
knowledge, skill and understanding from 2019-20 to propel our continued 
development as a full youth support service for Marchwood Parish in 2020-
2021. 
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SERVICE LEVEL AGREEMENT 2020 - 21           Annex 1 
 
 

A) Full targeted Youth Support service  
 
 

Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

A1 One to One meetings 
with young people 
who have requested 
help and support 
themselves or from 
other places in the 
community. 

Due to the cuts made over the past few 
years, young people have identified as 
needing some sort of help and support 
with something that they can’t deal with 
themselves. The Handy Trust offered this 
service in partnership with Hampshire 
County Council, and It’s Your Choice for 
the past three years, however, this year, the 
funding was cut. The Handy Trust 
continues to offer up to 6 one hour 
sessions for young people to identify their 
issue and together solve that issue in the 
best way possible for them. 

Home/School 
or 
Community 

Young 
Persons 
Choice 

Handy Trust Youth 
Worker 

One young person 

Fifty-two weeks a year as 
and when needed.  

Sessions are agreed by the worker, and 
the young person usually by text, word 
or via private works facebook message. 

 

Once sessions are completed and the 
outcome achieved, the youth worker 
continues to provide a backup service 
via private messaging on social media 
and drop-in sessions on a Wednesday 
evening or day sessions in the school 
holidays. 

220 hours total 

Youth Worker Band A = 
90 hours  

Youth Worker Band B = 
130 hours  

 

 

 

 

 

A2 Older Youth Club 
Session 

Handy Trust and Applemore 
College/Noadswood School surveyed in 
2017, and the students identified a need to 
provide something to do and somewhere to 
go in a safe environment regularly for 
young people where they can be with their 
friends 

Marchwood 
Youth Club 
building in 
Lloyds Rec 
Marchwood 

Lead Worker – Handy 
Trust 

Volunteer Workers – 
Handy Trust and 
Marchwood Youth 
Club when they have 
volunteers. 

Young People 

Thursday evenings, term-
time only. 5.45 – 7.00pm  

 

 

 

Young People and the workers plan the 
sessions together. There is a mixture of 
arts and crafts and sports activities as 
well as a chill out area with a bar and 
refreshments. 

Resources and equipment have been 
mainly paid for by Handy Trust due to 
issues at MYC. Handy Trust has written 
bids and fundraised for these extra 

 

70 hours total  

Youth Worker Band B 
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Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

attending aged 10 – 
16 

 resources. 

A3 Younger Youth Club 
Session 

Marchwood Youth Club identified a need 
and at first, led the sessions. Due to no 
recent support from Marchwood Youth 
Club due to of lack of volunteers Handy 
Trust stepped in to support after a request 
from Marchwood Parish Council. Handy 
Trust found some volunteers to help 
support the sessions and has given the 
volunteers the basic volunteer training. 

 

Marchwood 
Youth Club 
building in 
Lloyds Rec 
Marchwood 

 

Lead Worker – Handy 
Trust 

Volunteer Workers – 
Handy 
Trust/Marchwood 
Youth Club 

Children attending 
aged 7 - 9 

 

 

Thursday evening term 
time only – 4.30 – 5.30pm 

 

 

Handy Trust and volunteers plan the 
sessions with some of the children. 
There is a mixture of arts and crafts and 
sports activities as well as a chill out 
area with a bar and refreshments. 

Resources and equipment are mainly 
provided by the Handy Trust as written 
above. 

 

70 hours total  

Youth Worker Band B 

 

 
A4 

 
Outreach - Meet local 
young people out and 
about on their patch in 
their time. Many of 
these young people do 
not engage in 
organised activities on 
offer. This makes sure 
we are offering our 
services to as wider 
group of young people 
as we can and building 
many different 

The Handy Trust and the schools have 
carried out consultation exercises regularly 
throughout the school year, and the young 
people have stated that they like to meet 
their youth worker from time to time so 
that they can put a name to a face as and 
when they feel they need some support.  

 
Out and about 
in 
Marchwood 

 
Lead Youth Worker – 
Handy Trust 
Local Marchwood 
Young People and 
their friends 
participate 

 
Once/Twice a week.  
Summer is easier than 
Winter due to the light 
evenings; however, more 
work is done in the village 
centre in the Winter.  

 
Youth Worker has been trained on lone 
outreach working. Another member of 
the Handy Trust will be on standby and 
made aware of when the work starts and 
finishes and that the Youth Worker is 
home. 

 
 
270 hours total 
 
135 hours Youth Worker 
Band A 
 
135 hours Youth Worker 
Band B 
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Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

working relationships 
for the future. 
 
 

 

 

 
A5 

Work in partnership 
with other agencies 
and community 
members to fulfil the 
need of our young 
people and families at 
times of crisis such as 
Christmas.  

To ensure families are getting the right 
support and as much support as they can in 
times of need. All young people deserve 
the best start in life! 

Anywhere 
within 
Hampshire. 
Mainly 
Waterside 
and 
surrounding 
area. 

Handy Trust Manager 
– 

Handy Trust Youth & 
Community Workers 

As and when required. 

Weekly/Monthly/Quarterly 

Other agencies/partners and young 
people refer themselves to us as being in 
need. 

72 hours total 

Youth Worker Band A = 
30 hours 

Youth Worker Band B = 
42 hours 

 
A6 Provide young people 

with access to a youth 
& community worker 
365 days a year with 
24/7 access. 

Social Media  

This is what young people have told us 
they need. 

The 
Waterside 
area of the 
New Forest. 
Mainly 
Marchwood 
and Hythe & 
Dibden areas; 
however, due 
to some 
young people 
who move or 
attend school 
in our area 
and live in 
Fawley, we 
do work with 
some young 
people and 
families in 
Fawley. 

Handy Trust Manager 
–  

Handy Trust Youth & 
Community Workers 

Every day. Workers offer a 
private messaging service 
where we get back to the 
young person within 6 
hours.  

Young People use the service 
themselves. 67 hours total 

Youth Worker Band A = 
20 hours 

Youth Worker Band B = 
47 hours 

 
 
A7 

Provide a 
jobs/education/training 
service for local young 

Identified by young people at the start who 
were NEET. (Not in Education, 
Employment or Training). Young people 

Local area. 
(Includes 
Totton and 
Southampton) 

Handy Trust Manager Handy Trust Worker offers 
support at times and places 
to suit the young person 

The Handy Trust Team offer self-
referral plus membership of the jobs 
page. 

60 hours total 
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Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

people helped set the Facebook page up, and now 
we have over 4000 members. 

–  

Handy Trust Youth & 
Community Worker 

the Handy Trust Team post 
info on their works 
facebbok page site 
alongside the Admin 
Officer who updates daily. 

Youth Worker Band A = 
10 hours 

Youth Worker Band B = 
50 hours 

A8 
Young mum’s support 
group  

This was previously being carried out at 
the youth club and there have been local 
residents calling for its return. Allow 
young mum’s support especially with key 
skills such as cooking and budgeting. The 
Army Welfare service have also 
recognized a need for this, so both the 
Handy Trust youth worker and Simon 
Dodd from AWS are ensuring this need is 
fulfilled without duplicating services.  

 
Marchwood 
Youth club 
building 
Lloyds rec in 
Marchwood 

Handy Trust youth 
worker  

Volunteer workers – 
Handy Trust/  
Marchwood Youth 
Club 

Young mum’s and 
pre-school 
children/babies 
attending 

Once a week, 1.5 hour 
session term-time only.  

 
Sessions set up and managed by the 
Handy Trust youth worker. Feedback 
and development gained directly from 
attendees of the sessions.  

80 hours total Youth 
worker Band B  

A9 
Outreach hot 
chocolate van  

To try and engage unknown NEETs and 
disengaged young people, we will be using 
a minibus with hot drinks and biscuits to 
form a new project for outreach work to 
support young people, particularly in cold 
weather. 

 
Across the 
Waterside  

Handy Trust Youth 
worker 

Handy Trust worker 
with Midas Training 

  

An average of 1.5 hours a 
week in Marchwood, 
starting in June.  

 
The Handy Trust will use a local 
minibus to target areas of the Waterside 
and use this to find disengaged young 
people for more outreach work. 

132 hours total 

Youth worker Band A = 
66 hours 

Youth Worker Band C = 
66 hours  

 
By providing this service throughout the year, we provide valuable information, advice and support to local young people on any issues/subjects that the young people tell us what they need to know more about. Domestic 
Violence, Drugs & Alcohol, Sexual Health, Teenage Pregnancy, Family Poverty, Homelessness and Family Breakdown are some of the subjects of these organised but informal sessions. We invite partner agencies such as the 
police, youth offending team, health visitors and army to come along and join in. By providing outreach work, the Handy Trust support the Marchwood community with extra added value.  While doing youth work, the worker 
also provides information and surveillance for the community and the safety of the community. Regular contact is made with the local policeman with regards to subjects such as drug dealing, anti-social behaviour, nuisance 
addresses, homelessness and muti-agency meetings take place regularly with the schools, police, children’s services and others. While out and about the youth worker also finds out about families and young people in need and 
together with our network of partners and agencies we can offer support such as foodbank vouchers, shoe vouchers, housing support, courses such as the freedom programme (domestic violence) etc. Using the Handy Trust Youth 
& Community Workers facebook pages offering a 24/7 365 days a year service and outreach the team can make up a whole picture of community life and activity. An example of this is a Snapchat seen by a worker of two young 
people setting a fire right at that moment. The Youth Worker was able to dial 999 and get the police and fire brigade there before the whole area caught alight. 
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B) Drop-in Provision  
 

Aim Activities (What) Rationale (Why it is needed) Locations 
(Where 
activities take 
place) 

Lead Youth Worker 
(Who leads & who 
Participates) 

(When – to include 
seasonal variations) date & 
time 

(How is provision organised or 
determined) Evidence 

Youth Worker Hours 
allocated to match up 
with finance schedule 

B1 Marchwood Junior 
School lunchtime 
Drop-in 

 

 

 

In 2003 a participatory community needs 
questionnaire was done by NFDC across 
the Waterside, and a concern for the 
families in the community was the 
transition from one school to another. A 
consultation was held in all three 
secondary schools on the Waterside, and 
the students said that they saw a need for 
some support for those who were thought 
of as may be going to have a bad transition 
but would not receive any help. Those 
with low self-esteem and confidence and 
quiet were recognised as those who may 
not be known to the system but may need 
support. Any young person identified in 
our drop-ins can then be signposted to our 
targeted youth support service.  

Marchwood 
Junior School 

Handy Trust Youth 
Worker & sometimes 
Families Matter 
Children’s Worker. 

Participants children in 
Junior School but 
mainly Year 6.  

Weekly in term time on a 
Wednesday at lunchtime 
12 - 1 

The workers walk around in the 
playground and lunch hall meeting and 
greeting the children and targeting the 
Year 6 children who are getting ready to 
transition.  

 

40 hours total 

Youth Worker Band B 

B2 Applemore College 
Lunchtime Drop-in 

As above 

 

 

Applemore 
College 

Handy Trust Youth 
Worker & sometimes 
Families Matter 
Children’s Worker. 

Participants are 
students who attend 
the college with the 
main target of 
Marchwood Young 
People. 

Weekly in term time on a 
Wednesday lunchtime 1.30 
– 2.30 Handy Trust liaises 
with members of teaching 
and support staff too for 
the emotional health and 
well-being of the young 
people they are jointly 
working with. 

Handy Trust worker walks around the 
buildings and outside during lunchtime 
and afterwards attends the pupil support 
room to meet with staff and discuss any 
students who may need some support 
using the Home/School/Community 
pathway. 

 

80 hours total 

40 hours Youth Worker 
Band B 

40 hours Youth Worker 
Band A 
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Aim Activities (What) Rationale (Why it is needed) Locations 
(Where 
activities take 
place) 

Lead Youth Worker 
(Who leads & who 
Participates) 

(When – to include 
seasonal variations) date & 
time 

(How is provision organised or 
determined) Evidence 

Youth Worker Hours 
allocated to match up 
with finance schedule 

B3 School 
Gates/Community 
Liaison and meetings 

Families and young people identified a 
need to see a youth worker regularly so 
that any issues or needs could be dealt 
with quickly and face to face. 

Marchwood 
Village 
Centre and 
Applemore 
College. 

Handy Trust Youth & 
Community Worker 

Every day first thing in the 
morning and end of school. 

Local young people and families, 
community members. 

88 hours total 

Youth Worker Band B 

    
 
Young People and other agencies like to be seen to work together in partnership. This shows that the work being done is joint working. Therefore, costs are lower and duplication of provision not happening as much. By offering 
this holistic approach young people meet youth and community workers in different places in their daily life and when the school holidays are happening those who do not work during that time know that there is a safe place for 
their young people to go to seek help and support and guidance. An example of this is a family who started in a refuge and ended up being placed in Marchwood just as the summer holidays were starting. The family had used the 
Handy Trust sessions in Hythe and suddenly felt vulnerable again having to go to a new area. The Handy Trust Marchwood Worker visited the family at home, took them some furniture that had been donated via the community 
on the Handy Trust Facebook page and gave them all the details of things to do and where to go in Marchwood. The family then felt confident enough to attend Marchwood summer sessions, having met the worker, plus they 
received free healthy meals for the whole family right through the summer holidays due to Handy Trust and Dibden Allotments Fund running a “Feeding families in poverty during the school holidays” project.   
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C) CYPP Priorities  
 

Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

C1 One to One meetings 
with young people 
who have requested 
help and support 
themselves or from 
other places in the 
community. 

Due to the cuts made over the past few 
years, young people have identified as 
needing some sort of help and support 
with something that they can’t deal with 
themselves. The Handy Trust offered this 
service in partnership with Hampshire 
County Council, and It’s Your Choice for 
the past three years, however, this year, the 
funding was cut. The Handy Trust 
continues to offer up to 6 one hour 
sessions for young people to identify their 
issue and together solve that issue in the 
best way possible for them. 

Home/School 
or 
Community 

Young 
Persons 
Choice 

Handy Trust Youth 
Worker 

One young person 

Fifty-two weeks a year as 
and when needed.  

Sessions are agreed by the worker, and 
the young person usually by text, word 
or via private works facebook message. 

 

Once sessions are completed and the 
outcome achieved, the youth worker 
continues to provide a backup service 
via private messaging on social media 
and drop-in sessions on a Wednesday 
evening or day sessions in the school 
holidays. 

See A1 

 

 

 

 

 

C2 Older Youth Club 
Session 

Handy Trust and Applemore 
College/Noadswood School surveyed in 
2017, and the students identified a need to 
provide something to do and somewhere to 
go in a safe environment regularly for 
young people where they can be with their 
friends 

Marchwood 
Youth Club 
building in 
Lloyds Rec 
Marchwood 

Lead Worker – Handy 
Trust 

Volunteer Workers – 
Handy Trust and 
Marchwood Youth 
Club when they have 
volunteers. 

Young People 
attending aged 10 – 
16 

Thursday evenings, term-
time only. 5.45 – 7.00pm  

 

 

 

 

Young People and the workers plan the 
sessions together. There is a mixture of 
arts and crafts and sports activities as 
well as a chill-out area with a bar and 
refreshments. 

Resources and equipment have been 
mainly paid for by Handy Trust due to 
issues at MYC. Handy Trust has written 
bids and fundraised for these extra 
resources. 

See A2 

C3 Younger Youth Club 
Session 

Marchwood Youth Club identified a need 
and at first, led the sessions. Due to no 
recent support from Marchwood Youth 
Club due to of lack of volunteers Handy 

 

Marchwood 
Youth Club 
building in 

 

Lead Worker – Handy 
Trust 

 

Thursday evening term 
time only – 4.30 – 5.30 

 

Handy Trust and volunteers plan the 
sessions with some of the children. 
There is a mixture of arts and crafts and 

 

See A3 
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Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

Trust stepped in to support after a request 
from Marchwood Parish Council. Handy 
Trust found some volunteers to help 
support the sessions and has given the 
volunteers the basic volunteer training. 

Lloyds Rec 
Marchwood 

Volunteer Workers – 
Handy 
Trust/Marchwood 
Youth Club 

Children attending 
aged 7 - 9 

 

pm 

 

sports activities as well as a chill-out 
area with a bar and refreshments. 

Resources and equipment are mainly 
provided by the Handy Trust as written 
above. 

 
C4 

 
Outreach - Meet local 
young people out and 
about on their patch in 
their time. Many of 
these young people do 
not engage in 
organised activities on 
offer. This makes sure 
we are offering our 
services to as wider 
group of young people 
as we can and building 
many different 
working relationships 
for the future. 
 
 

 

The Handy Trust and the schools have 
carried out consultation exercises regularly 
throughout the school year, and the young 
people have stated that they like to meet 
their youth worker from time to time so 
that they can put a name to a face as and 
when they feel they need some support. To 
try and engage unknown NEETs and 
disengaged young people, we will be using 
a minibus with hot drinks and biscuits as 
part of our outreach work to support these 
young people, particularly in cold weather.  

 
Out and about 
in 
Marchwood 

 
Lead Youth Worker – 
Handy Trust 
Local Marchwood 
Young People and 
their friends 
participate 

 
Once/Twice a week.  
Summer is easier than 
Winter due to the light 
evenings; however, more 
work is done in the village 
centre in the Winter.  

 
Youth Worker has been trained on lone 
outreach working. Another member of 
the Handy Trust will be on standby and 
made aware of when the work starts and 
finishes and that the Youth Worker is 
home. 

 
 
See A4 
 
 
 
 
 

C5 Provide a 
jobs/education/training 
service for local young 
people 

Identified by young people at the start who 
were NEET. (Not in Education, 
Employment or Training). Young people 
helped set the Facebook page up, and now 
we have over 4000 members. 

Local area. 
(Includes 
Totton and 
Southampton) 

Handy Trust Manager 
–  

Handy Trust Youth & 
Community Worker 

Handy Trust Worker 
offers support at times and 
places to suit the young 
person the Handy Trust 
Team post info on their 
works facebook page site 
alongside the Admin 
Officer who updates daily. 

The Handy Trust Team offer self-
referral plus membership of the jobs 
page. 

See A7 
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Aim Activities (What) Rationale (Why it is needed) Locations 

(Where 

activities 

take place) 

Lead Youth Worker 

(Who leads & who 

Participates) 

(When – to include 

seasonal variations) date 

& time 

(How is provision organised or 

determined) Evidence 

Youth Worker Hours 

allocated to match up 

with finance schedule 

 
C6 Marchwood Junior 

School lunchtime 
Drop-in 

 

 

 

In 2003 a participatory community needs 
questionnaire was done by NFDC across 
the Waterside, and a concern for the 
families in the community was the 
transition from one school to another. A 
consultation was held in all three 
secondary schools on the Waterside, and 
the students said that they saw a need for 
some support for those who were thought 
of as may be going to have a bad transition 
but would not receive any help. Those 
with low self-esteem and confidence and 
quiet were recognised as those who may 
not be known to the system but may need 
support. Any young person identified in 
our drop-ins can then be signposted to our 
targeted youth support service.  

Marchwood 
Junior School Handy Trust Youth 

Worker & sometimes 
Families Matter 
Children’s Worker. 

Participants children 
in Junior School but 
mainly Year 6.  

Weekly in term time on a 
Wednesday at lunchtime 
12 - 1 

The workers walk around in the 
playground and lunch hall meeting and 
greeting the children and targeting the 
Year 6 children who are getting ready to 
transition.  

 

See B1 

C7 Applemore College 
Lunchtime Drop-in As above 

 

 

Applemore 
College Handy Trust Youth 

Worker & sometimes 
Families Matter 
Children’s Worker. 

Participants are 
students who attend 
the college with the 
main target of 
Marchwood Young 
People. 

Weekly in term time on a 
Wednesday lunchtime 
1.30 – 2.30 Handy Trust 
liaises with members of 
teaching and support staff 
too for the emotional 
health and well-being of 
the young people they are 
jointly working with. 

Handy Trust worker walks around the 
buildings and outside during lunchtime 
and afterwards attends the pupil support 
room to meet with staff and discuss any 
students who may need some support 
using the Home/School/Community 
pathway. 

See B2 

 

C8 School 
Gates/Community 
Liaison and meetings 

Families and young people identified a 
need to see a youth worker regularly so 
that any issues or needs could be dealt 
with quickly and face to face. 

Marchwood 
Village 
Centre and 
Applemore 
College. 

Handy Trust Youth & 
Community Worker 

Every day first thing in the 
morning and end of 
school. 

Local young people and families, 
community members. See B3 
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Continuous Personal Development 
 
    

Aim Activities (What) Rationale (Why it is needed) Locations (Where 
activities take 
place) 

Lead Youth 
Worker (Who leads 
& who Participates) 

(When – to include seasonal 
variations) date & time 

(How is 
provision 
organised or 
determined) 
Evidence 

Youth Worker Hours allocated to 
match up with finance schedule 

D1 Training/Meetings and 
Further Education 

To be able to keep up with 
the ever changing day to day 
lives of young people youth 
workers need to stay on the 
ball. To ensure the team 
know what is happening in 
the area and on their patch as 
well as in the wider 
community and country the 
Handy Trust commits the 
youth to keep on their toes 
and continuously develop 
work skills and knowledge. 

 

 

Provided by many 
agencies, the 
Handy Trust 
Team keep up 
regular training to 
enhance their 
work. Training 
regularly comes 
from Hampshire 
County Council 
for free. 
Children’s 
Services 
recognise the 
value to the 
Waterside 
communities and 
send regular 
training courses 
and sessions to 
ensure all team 
members of the 
Handy Trust are 
trained to the 
same level as their 
workers and that 
the Handy Trust 
team are trained 
with the up to 
date Drugs and 
Sexual 
Relationship 
programmes 
allowing the team 
to teach PHSE 
and sessional 

Handy Trust 
Manager  

Handy Trust Youth 
& Community 
Workers 

 

As and when training sessions 
and courses become available 
throughout the year. 

.The Youth 
Workers identify 
their own needs 
for training plus 
Hampshire 
County Council, 
New Forest 
District Council 
and Community 
First New Forest 
send their 
recommendations 
for training that 
they want the 
workers to attend 
or recommend 
that they attend. 

30 hours total 

Youth Worker Band A = 13 hours 

Youth Worker Band B – 22 hours 
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Aim Activities (What) Rationale (Why it is needed) Locations (Where 
activities take 
place) 

Lead Youth 
Worker (Who leads 
& who Participates) 

(When – to include seasonal 
variations) date & time 

(How is 
provision 
organised or 
determined) 
Evidence 

Youth Worker Hours allocated to 
match up with finance schedule 

work with other 
agencies. 

D2 Attend meetings that 
enhance the work we 
do.  

To build strong, lasting 
relationships with the 
immediate and wider 
community. Enhance the 
service we provide and the 
work that we do. 

Anywhere within 
Hampshire. 
Mainly Waterside 
and surrounding 
area. 

Handy Trust 
Manager –  

Handy Trust Youth 
& Community 
Workers 

As and when required.  

Weekly/Monthly/Quarterly  

Invitation from 
partner agencies 
and the 
community.  

24 hours total 

Youth Worker Band A = 9 hours 

Youth Worker Band B = 18 hours 

 
Continuous personal development is crucial for the manager and youth & community workers to be able to provide their service.  
 
 

 

 
 
 
 
 
 

 
 



 

 

 



Full Council 9th March 2020 Report B 
 

Memorandum of Understanding between the Lloyd Recreation Ground Trust and 

Marchwood Parish Council. 

Over the last few months the Parish Council has been working to produce a memorandum of 
understanding (MOU) with the Lloyd Recreation Ground Trust  

The MOU seeks to streamline the affairs of the Trust by enabling the Parish Council to 
undertake all day to day management of the Lloyd Recreation Ground without having to refer 
to the Trust for advice, guidance or permission. 

 This item has been discussed at the Council meetings held on the 14th October 2019 and 
the 20th January 2020. At the latter of those two meetings the Council referred the matter to 
the Policy and Resources Committee in order to have a more in-depth evaluation of the 
document. 

At its meeting held on the 24th February 2020 The Policy & Resources Committee resolved 
to recommended to the Council that it proceeds with the MOU so that the document can be 
put to the Trust at its Annual General Meeting on the 18th May 2020. 

Following approval from the Trust at that meeting the document can then be signed by both 
parties and will come into effect from that point onwards. 

 



Full Council 9th March 2020 Report C 
 

Policy Review 2019-20 
Dear Councillors, 
 
At the Policy & Resources committee meeting held on the 24th February the following draft 
documents were reviewed. 
 
Discipline Policy. 
Grievance Policy. 
Sickness and Absence Policy. 
Complaints Policy. 
 
The committee decided that the documents were fit for purpose and is recommending that 
these be adopted by the Council for immediate publication. 
 
Printed copies of the documents were sent to all members before the Policy & Resources 
committee last met.  
 
As such I will be printing two copies of each document to be available at the meeting on 
Monday. 
 
All members will also receive an electronic copy of the documents and an electronic copy 
will also be available on the Council’s website within the agenda section. 
 
Brendan. 
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Marchwood Parish Council  
Complaints procedure 

 
1. Introduction 
 
The complaints procedure should be used for all complaints to the Council, whether 
these are minor, serious, informal or formal and it applies to all services provided by 
the Council. 
 
Separate arrangements as prescribed by law are in place in respect of Councillors.  
These arrangements are referred to in paragraph 7 below. 
 
The Council believes that complaints can provide useful information and feedback on 
the quality of our services, procedures and practices.  The effective handling of 
complaints will help us to improve the services provided on behalf of residents, 
visitors and those working within the village. 
 
2.  Aims  
 
The aim is to swiftly investigate all complaints in an impartial manner and to find a 
solution locally, whenever possible, to the satisfaction of both the complainant and 
the Council.   
 
3. Definition of complaints  
 
People’s perceptions differ widely.  It is therefore very difficult to give a precise 
definition of a complaint.  However, for our purposes, a complaint is an expression of 
dissatisfaction about a service undertaken by Marchwood Parish Council or any of its 
employees’. 
 
More specifically, a complaint is where:- 
 

The Council has not done something it has a duty to do or normally does;  
The Council has done something it has no right to do or does not normally do 
as a matter of established practice;  
The conduct or behaviour of an employee is unsatisfactory;  
The established levels of service delivery are not reached;  
A person does not understand or is not informed of why or how a situation 
arose or exists;  
An adopted and known procedure is not followed;  
Maladministration is alleged.  
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3. What to do if you have a complaint  
 
The first priority is to raise the issue with the Marchwood Parish Council. To do this, 
please contact the Clerk, who is the officer responsible for dealing with these 
matters, as quickly as possible.  
 
Your complaint should be made by telephone, email, in person or in writing, giving 
names and addresses and relevant dates with as much information as possible.  The 
appropriate details for contacting the Clerk are by telephone 02380 860273; by email 
clerk@marchwoodparishcouncil.org.uk;  in person; or by letter to The Clerk To the 
Parish Council, Marchwood Parish Council, The Village Hall, Marchwood, 
Southampton SO40 4SF. 
   
In many cases, it will be possible for an issue to be dealt with straight away and the 
source of the complaint resolved immediately.   
 
For more complex issues, it is much better to put these in writing so that a thorough 
investigation can be undertaken.  Investigations will be dealt with as quickly as 
possible and under normal circumstances you should get a written response within 
15 working days.  
 
Marchwood Parish Council maintains a register of complaints showing dates, details 
of the complaint, complainant and the action taken to resolve the issue.  This is 
available for all members of the Council to inspect.  Serious complaints will be 
reported to Councillors. 
 
If the complaint involves the Clerk personally, the complainant should address the 
complaint direct to the Chairman. 
 
4. Putting things right  
 
If following the investigation into the complaint the Council is found to be at fault, 
every effort will be made to resolve the complaint to the satisfaction of the 
complainant. 
 
Where subsequent actions or simply the passage of time prevents restitution, other 
actions may be appropriate which may include a local settlement.  A local settlement 
is defined as action taken to restore a complainant to a situation he or she would 
have been in if the fault had not occurred.  
 
When considering a local settlement, the remedy will need to be appropriate to the 
injustice and may be reduced where a complainant has contributed to the injustice 
suffered. 
 
 
 
 



Marchwood Parish Council  
Complaints procedure 

 

Marchwood Parish Council   
Complaints procedure 

Adopted: 09/03/2020 Owner:  Brendan Gibbs Version: V1 Page 3 of 4 

5. What if you are not satisfied? 
 
Unlike for district or county councils, there is currently no external agency or 
government body which can investigate if you are not satisfied with the initial 
consideration of your complaint.  However, if you are not satisfied with action taken 
by the Clerk, you should write to the Chairman at the Parish Office.  He will review 
the complaint, and all of the paperwork relating thereto, and if he believes it 
appropriate will submit the complaint to a Committee of the Council for 
consideration.   
 
In order to preserve any confidentiality issues, the Council will normally deal with 
your complaint in private session and your details will not therefore be released 
publicly.  

 
6. What if I have a complaint about the behaviour of a particular Councillor (or 
Councillors)?  
 
Councillors are required to observe a ‘Code of Conduct’.  If you feel a Councillor has 
broken any of the rules in the Code of Conduct, you can complain to the Standards 
Committee of New Forest District Council.  This is an independent committee 
responsible for promoting high ethical standards and also investigating allegations 
that Councillors’ behaviour may have fallen short of the required standards.  The 
Standards Committee will consider your complaint and may carry out an 
investigation (or arrange for someone to do so). 
 
 More information about the Code of Conduct relating to Councillors and about the 
Standards Committee of New Forest District Council is available on their website at: 
www.newforest.gov.uk 
 
The Standards Committee of New Forest District Council fulfils the role formerly 
undertaken by the Standards Board for England that was abolished by the Localism 
Act 2011. 
 
7. What type of behaviour is covered by the Code of Conduct? 
 
Broadly, the Code requires Councillors: 
 

Not to discriminate unlawfully;  
To treat others with respect;  
Not to do anything to compromise the impartiality of Council employees;  
Not to disclose confidential information;  
Not to stop anyone gaining access to information they are entitled to;  
Not to conduct themselves so as to bring their office or the Council into 
disrepute;  
Not to use their position to improperly secure an advantage, or disadvantage, for 
anyone;  
Not to use the Council’s resources for unauthorised political purposes;  
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To declare any personal or prejudicial interest in any matter that comes before 
the Council and, if appropriate, not to take part in the decision.  Where the 
interest declared is deemed to be prejudicial, Councillors are not permitted to 
take part in the decision on that matter;  
To register certain financial and other interests (a copy of the register is available 
for public inspection).   
 
A full copy of the Code of Conduct is available on the Council’s website at: 
www.marchwoodparishcouncil.org.uk 

 
8. Assistance or Advice relating to procedures or a complaint 
 
If you need any specific help or general guidance about the Council’s procedures or 
about any specific complaint, contact the Clerk at Marchwood Parish Council, The 
Village Hall, Marchwood, Southampton SO40 4SF or telephone 02380 860273 or 
email clerk@marchwoodparishcouncil.org.uk 

 
9. Alterations and amendments to this policy 
 
Marchwood Parish Council reserves the right to amend or withdraw this procedure 
at its absolute discretion, in accordance with the needs of the Council. 
 
10. Amendment Record 
 
Version 1: Initial issue 
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Marchwood Parish Council  
Disciplinary policy and procedure 

1. Policy 
 
The Council aims to ensure that there will be a fair and consistent approach to the 
enforcement of standards of conduct and performance in the Council. This policy 
and procedure is designed to help and encourage all employees to achieve and 
maintain standards of conduct, attendance and job performance. This procedure 
sets out the action that will be taken when disciplinary rules are breached. 
 
2. Principles 
 

• Informal action will be considered, where appropriate, to resolve problems. 

• No disciplinary action will be taken against an employee until the case has 
been fully investigated and a disciplinary hearing has taken place. 

• For formal action the employee will be advised in writing of the nature of the 
complaint against him or her and will be given the opportunity to state his or 
her case before any decision is made. 

• Employees will be provided, where appropriate, with written copies of 
evidence and relevant witness statements in advance of meetings. 

• At all stages of the procedure the employee will have the right to be 
accompanied by a work colleague or trade union representative.  

• Any mitigating circumstances will be taken into account when reaching 
decisions on appropriate disciplinary penalties. 

• No employee will be dismissed for a first breach of discipline except in the 
case of gross misconduct, when the penalty will be dismissal without notice 
or payment in lieu of notice. 

• An employee will have the right to appeal against any discipline imposed. 

• The procedure may be implemented at any stage if the employee's alleged 
misconduct warrants such action. 

 
3. Relates policies and procedures 
 
This policy is to be read in conjunction with the Council’s Sickness and Grievance 
policies.  
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4. Procedure 
 
4.1 Informal stage 
 
Minor faults will be dealt with informally. Where the matter is more serious the 
following procedure will be used. 
 
4.2 Stage one 

This will normally be either: 
An improvement note for unsatisfactory performance if performance does not 
meet acceptable standards 

 
This will set out the performance problem, the improvement that is required, the 
timescale, any help that may be given and the right of appeal. The employee will be 
advised that it constitutes the first stage of the formal procedure. A record of the 
improvement note will be kept for six months, but will then be considered spent – 
subject to achieving and sustaining satisfactory performance. 

 
Or 

A first warning for misconduct if conduct does not meet acceptable standards 
 
This will be in writing and set out the nature of the misconduct and the change in 
behaviour required and the right of appeal. The warning will also inform the 
employee that a final written warning may be considered if there is no sustained 
satisfactory improvement or change. A record of the warning will be kept, but it will 
be disregarded for disciplinary purposes after six months. 
 
4.3 Stage two final written warning 
 
If the offence is sufficiently serious, or if there is further misconduct or a failure to 
improve performance to the prescribed standard during the currency of a prior 
warning, a final written warning may be given to the employee. This will give details 
of the complaint, the improvement required and the timescale. It will also warn that 
failure to improve may lead to dismissal (or some other action short of dismissal) and 
will advise of the right of appeal. A copy of this written warning will be kept but will 
be disregarded for disciplinary purposes after twelve months subject to achieving 
and sustaining satisfactory conduct or performance. In exceptional cases the period 
may be longer. 
 
4.4 Stage three dismissal or other sanction  
 
If there is still further misconduct or failure to improve performance to the 
prescribed standards the final step in the procedure may be dismissal or some other 
action short of dismissal such as disciplinary suspension. Dismissal decisions can only 
be taken by the appointed Staffing panel. The employee will be provided, as soon as 
reasonably practicable, with written reasons for dismissal, the date on which his or 
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her employment will terminate (in accordance with the employee's notice 
entitlement), and will be notified of his or her right of appeal. 
 
If some sanction short of dismissal is imposed, the employee will receive details of 
the complaint, will be warned that dismissal could result if there is no satisfactory 
improvement, and will be advised of the right of appeal. A copy of the written 
warning will be kept but will be disregarded for disciplinary purposes after twelve 
months subject to achievement and sustainment of satisfactory conduct or 
performance.  
 
4.5 Gross misconduct  
 
The following list provides some examples of offences which are normally regarded 
as gross misconduct:  
 

• theft or fraud  

• physical violence or bullying  

• deliberate and serious damage to any property  

• serious misuse of an organisation’s property or name  

• accessing internet sites containing pornographic, offensive or obscene 
material  

• serious insubordination  

• unlawful discrimination or harassment  

• bringing the Parish Council into serious disrepute  

• serious incapability at work brought on by alcohol or illegal drugs  

• causing loss, damage or injury through serious negligence  

• a serious breach of health and safety rules  

• a serious breach of confidence  
 
This list is not intended to be an exhaustive one and only gives an indication of the 
types of offence that may be considered gross misconduct. 
 
If an employee is accused of gross misconduct, the Council may suspend him or her 
from work with pay while it investigates the alleged offence. This will be as brief as 
possible, normally for no more than five working days, and the Council will explain its 
reasons in writing. The employee shall not attend his or her place of work during 
suspension, other than for the purpose of attending disciplinary proceedings, 
including investigatory interviews. The employee shall not contact any other 
employees of the Council, except the employee's chosen representative, without the 
Council’s consent. 
 
If, on completion of the investigation and the full disciplinary procedure, the Council 
is satisfied that gross misconduct has occurred, the result will normally be summary 
dismissal, i.e. dismissal without notice or pay in lieu of notice. 
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4.6 Disciplinary investigations 
 
The Council is committed to ensuring that all potential infringements of disciplinary 
rules are fully investigated. This may entail carrying out interviews with the 
employee concerned and third parties such as witnesses, colleagues and managers, 
as well as analysing written records and information. It may also involve a search of 
the employee's person and/or property. The investigation report will be made 
available to all the parties concerned. The identity of witnesses will be kept 
confidential where necessary. 
 
Where an employee is called to attend an investigatory interview, it will be made 
clear that this is not a disciplinary hearing. 
 
4.7 Disciplinary hearing 
 
An employee will be invited, in writing, to a disciplinary hearing once the 
investigations are complete. Prior to the meeting the employee will be informed of 
the nature of the allegations that are to be addressed. The disciplinary hearing will 
be conducted by members of the Council’s Staffing panel. 
 
4.8 Appeals 
 
If an employee wishes to appeal against a disciplinary decision, he or she must do so 
through the Staffing Appeals panel within five working days of the receipt of the 
disciplinary letter. The appeal should be made in writing, stating the ground(s) on 
which the disciplinary penalty should be reviewed. 
 
The appeal hearing will be normally held within 10 working days of receipt of the 
letter. Members of the Staffing Appeals panel will hear the appeal. The decision of 
the Staffing Appeals panel shall be final. 
 
4.9 Appeals hearing 
 
At the appeal hearing, the employee will be given opportunity to state the ground(s) 
on which the appeal is made. The Staffing Panel who took the original decision will 
then have the opportunity to explain their decision to impose the given penalty. The 
members of the Staffing Appeals panel conducting the appeal may exercise 
discretion as to whether or not the two parties will be present together during the 
proceedings. The hearing will be adjourned when all the evidence has been heard. 
The members of the Staffing Appeals panel conducting the appeal will consider the 
merits of the appeal, in private, before reaching a decision. 
 
The members of the Staffing Appeals panel will, whenever possible, verbally inform 
the employee of the decision reached and confirm this in writing no later than five 
working days after the hearing. 
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The members of the Staffing Appeals panel have the authority to quash or reduce a 
disciplinary penalty or, in exceptional and appropriate circumstances, to increase it, 
in accordance with the penalties specified in the Council's Disciplinary Policy and 
Procedure. 
 
An appeal hearing is intended to focus on specific factors that the employee feels 
have received insufficient consideration, such as: 
 
• An inconsistent/inappropriate harsh penalty 
• extenuating circumstances 
• Bias of the members of the Staffing panel 
• Unfairness of the hearing 
• New evidence subsequently coming to light. 
 
Where an appeal against dismissal fails, the effective date of termination shall be the 
date on which the employee was originally dismissed. 
 
Notes 
 
1. Employees will receive a written invitation to all disciplinary meetings. 
2. Outcomes of formal meetings will be confirmed to the employee in writing. 
3. The timescales listed above will be adhered to wherever possible. Each party can 

request an extension of the permitted timescale, however, where there are good 
reasons. 

4. The Council reserves the right to seek assistance from external facilitators at any 
stage in the disciplinary procedure, in the interests of seeking a satisfactory 
outcome for all those concerned. 

5. For employees during their first year of employment, the Council reserves the 
right to speed up the decision-making process and may choose to follow a 
shortened version of the above procedure. 

6. The grievance procedure should not be used for appeals against disciplinary 
decisions. That is the purpose of the disciplinary appeals procedure. If, however, 
the employee has a complaint against the behaviour of an individual during the 
course of a disciplinary case, they may raise it as a grievance. If necessary, the 
disciplinary procedure may be suspended for a short period until the grievance 
can be considered.  

 
5. Abuse of this policy 
 
Any abuse in the application of this policy will be dealt with in accordance with The 
Council’s Disciplinary Policy and Procedure and may possibly result in disciplinary 
action being taken, up to and including dismissal. 
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6. Alterations and amendments to this policy 
 
This policy does not form part of an employee’s contract of employment. The Council 
reserves the right to amend or withdraw this Policy at its absolute discretion, in 
accordance with the needs of the council. 
 
7. Criminal charges or convictions 
 
If an employee is charged with or convicted of a criminal offence, this does not 
automatically give rise to a disciplinary situation.  Consideration needs to be given to 
how a charge or conviction may affect the employee’s ability to undertake his/her 
job duties and their relationships with the employer, colleagues, subordinates or 
customers. 
 
8. Employee assistance 
 
Short term face-to-face counselling can be arranged by the Council, where 
appropriate.  
 
9. Monitoring and review 
 
Failure to follow the ACAS Code of Practice can lead to an Employment Tribunal 
awarding an uplift of an award against the Council of up to 25%.  Tribunals dealing 
with unfair dismissal claims are particularly interested in whether the employer 
followed a procedure and whether the employer acted fairly and reasonably.  The 
Council will communicate this Disciplinary Procedure to staff and Members and 
arrange training for those who are expected to operate the procedure. 
 
The Council is responsible for the effective implementation of this policy and for 
ensuring it is reviewed annually, or when legislation or best practice guidance is 
implemented.   
 
10. Additional information 
 
For further information, please contact The Clerk to the Parish Council. 
 
11. Amendment Record 
 
Version 1: Initial issue  
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Grievance policy and procedure 

1. Scope 
 
This policy and procedure applies to all employees of Marchwood Parish Council (the 
Council). 
 
Grievances are concerns, problems or complaints which employees raise with their 
employer concerning work related matters. 
 
The objective of this procedure is to encourage good working relations and provides 
a way of dealing promptly, fairly and consistently with any grievance that employees 
may have relating to their employment with Marchwood Parish Council. 
 
2. Policy 
 
It is the Council’s policy to encourage employees with grievances relating to their 
employment to use the procedure below to seek satisfactory solutions. The Council 
will try to resolve grievances as quickly as possible to the satisfaction of the 
individual(s) concerned. Where this is not possible, every effort will be made to 
explain the reasons for the decision.  
 
If employees are not satisfied with the outcome, they have the right to pursue their 
grievance to the next stage. It is hoped that most grievances will be resolved during 
the informal discussion. Employees who have raised grievances will be treated fairly 
at all times before, during and after the grievance hearing(s). 
 
Certain kinds of grievance cannot be dealt with under this procedure either because 
it is inappropriate or because there are already established agreements for the 
settlement of disputes in relation to them. Examples of these are: - 
 

• Matters not relating to employment or matters over which the Council has no 
control 

• Disciplinary matters 

• Queries relating to statutory deductions from pay or rates of pay collectively 
agreed at the national or local level 

• Matters relating to the pension scheme(s) 

• The procedure has been invoked within six months of the completion of any 
action under the grievance procedure of the same or a similar issue unless the 
original action agreed to redress that grievance has not been implemented. 
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3. Related policies and procedures 
 
This policy is to be read in conjunction with the Council’s Disciplinary and Sickness 
policies.  
 
4. Procedure 
 
4.1 Informal stage 
 
If you have a grievance about your employment you should discuss it informally with 
your line manager. The manager will give a response within five working days. 
 
4.2 Formal stage one 
 
If you feel that the matter has not been resolved satisfactorily through informal 
discussions, you must put your grievance in writing to the Chairman of the Council. 
The Chairman shall report your written grievance to a Staffing panel meeting, held in 
the absence of the public and the press. You will receive a reply within five working 
days follow this, and a meeting will be arranged. You must take all reasonable steps 
to attend the meeting. You, any relevant witnesses and members of the Staffing 
panel will attend the meeting. You may choose to be accompanied by a work 
colleague or trade union official. The meeting may be adjourned to allow matters 
raised during the course of the meeting to be investigated or to give the members of 
the Staffing panel time to consider the decision. The members of the Staffing panel 
will give a response in writing within five working days of the meeting and will inform 
you of the appeals procedure. 
 
4.3 Formal stage two 
 
If you are not satisfied with the members of the Staffing panel’s response, you may 
raise the matter, in writing, with the Council’s Staffing Appeals panel within five 
working days. A meeting will be arranged, constituted as in Stage 1, except that 
members of the Staffing Appeals panel will replace members of the Staffing panel. 
The members of the Staffing Appeals panel will give a response within five working 
days of the meeting. The Staffing Appeal panel’s decision is final. 
 
4.4 Investigations 
 
The Council is committed to ensuring that all grievances are investigated fully. This 
may involve carrying out interviews with the employee concerned and third parties 
such as witnesses, colleagues and managers, as well as analysing written records and 
information. The investigation report will be made available to all the parties 
concerned. The identity of witnesses will be kept confidential where necessary. 
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Notes 
 
1. The grievance procedure should not be used for appeals against disciplinary 

decisions, as that is the purpose of the disciplinary appeals procedure. If, 
however, you have a complaint against the behaviour of a manager during the 
course of a disciplinary case, you may raise it as a grievance with a senior 
manager. The disciplinary procedure may be suspended for a short period if 
necessary until the grievance can be considered. 

2. Employees are encouraged to raise grievances and will not suffer any detriment 
from doing so. 

3. The timescales listed above will be adhered to wherever possible. Where there 
are good reasons, e.g. the need for further investigation or the lack of availability 
of witnesses or companions, each party can request that the other agrees to an 
extension of the permitted timescale. 

4. The Council reserves the right to seek assistance from external facilitators at any 
stage in the grievance procedure. 

5. For employees during their first year of employment, the Council reserves the 
right to speed up the decision-making process and may choose to follow a 
shortened version of the above procedure so that it does not exceed five working 
days. 

6. A copy of the written grievance and written decisions made will be placed on the 
employee’s/ex-employee’s personnel file, together with any notes or evidence 
taken or compiled during the course of the procedure. 

 
5.  Abuse of this policy 
 
Any abuse in the application of this policy e.g. if an employee’s grievance is found to 
be malicious or to have been made in bad faith will be dealt with in accordance with 
The Council’s Disciplinary Policy and Procedure and may possibly result in disciplinary 
action being taken, up to and including dismissal. 
 
6. Alterations and amendments to this policy 
 
This policy and procedure does not form part of employees’ contractual rights. The 
Council reserves the right to revise the contents of this policy and procedure from 
time to time or withdraw it at its absolute discretion, in accordance with the needs 
of the council. 
 
7. Post-Employment Grievances 
 
Wherever possible a grievance should be dealt with before an employee leaves their 
employment with the Council.  However, where an employee has already left the 
Council’s employment and the procedure has not been commenced or completed, 
they are encouraged to attend any meetings in accordance with this procedure so a 
final decision can be made.  If an employee refuses to attend any meetings, the 
Council will proceed with the meeting in their absence and make a decision based on 
all the information and evidence available. 
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8. Employee Assistance 
 
Short term face-to-face counselling can be arranged, where appropriate.  
 
9. Monitoring and Review 
 
The Council is responsible for the effective implementation of this policy and for 
ensuring it is regularly reviewed, when legislation or guidance is amended. 
 
10. Additional information 
 
For further information, please contact The Clerk to the Parish Council. 
 
11. Amendment Record 
 
Version 1: Initial Issue 
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Marchwood Parish Council  
Sickness absence policy and procedure 

1. Scope 
 
This policy and procedure applies to all employees of Marchwood Parish Council (the 
Council). 
 
2. Policy 
 
The Council aims to secure the attendance of all employees throughout the working 
week. However, it recognises that a certain level of absence may be necessary due to 
sickness. It is the Council’s policy to offer security of employment during such 
periods, subject to operational requirements and the conditions below. 
 
3. Related policies and procedures 
 
This policy is to be read in conjunction with the Parish Council’s Disciplinary and 
Grievance policies.  
 
4. Procedure 
 
4.1 Notification and certification 
 
If an employee is unable to attend work due to sickness, he or she must notify the 
Parish Clerk or Deputy Clerk or Chair or Vice Chair (their line management) as soon 
as possible, but no later than the end of the working day on which the absence first 
occurs. He or she should indicate the reason for the absence and, if possible, when 
he or she expects to return to work. 
 
The employee must complete a self-certification form for the first seven calendar 
days of all sickness absences and give it to their line management. This form can be 
completed on the employee's return to work if their absence lasts less than seven 
calendar days.  
 
Otherwise, they must request a copy form and complete and post it to their line 
management as soon as possible. 
 
If the employee is absent by the eighth day (including Saturday and Sunday), they 
must send a fit note, issued by their GP to their line management. Current fit notes 
must cover subsequent periods of absence. The employee should also keep in touch 
with their line management regarding their condition and likely return to work date. 
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If the employee does not follow this procedure, they may be dealt with under the 
Council’s Disciplinary Policy and Procedure. Furthermore, the employee's contractual 
sick pay and statutory sick pay (SSP) may be withheld. 
 
4.2 Private medical certificates 
 
In some circumstances the Council may require the employee to provide private fit 
notes for all absences from work due to sickness, regardless of their duration. The 
Council will reimburse him or her fully for the cost of obtaining these certificates. 
Examples of such circumstances include: 
 
• a history of exceptional absenteeism 
• an appearance or disposition such that management are concerned that the 
 employee may not be receiving adequate medical attention. 
 
4.3 Return to work 
 
The employee will not be allowed to return to work until their GP deems that they 
are fit to return. 
 
Requests for temporary adjustments to the employee's working conditions will be 
considered by the Council and will be accommodated wherever possible and if 
Council’s circumstances permit. 
 
In the case of extended periods of absence, the Council may require that the 
employee's fitness to return is confirmed by a medical practitioner of the Council’s 
choice. 
 
Regardless of their length of absence, the employee will be interviewed by their line 
management on their return to work in order to: 
 
• check on the employee's fitness to return 
• ensure that all the support the employee needs is in place 
• bring the employee up to date on any changes. 
 
4.4 Fit notes 
 
An employee’s GP might indicate on a fit note that the employee “may be fit for 
work”. If this option is selected the GP will also identify potential amendments that 
should be made, selecting from: 
 
• Phased return to work 
• Amended duties 
• Altered hours 
• Workplace adaptations 
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If a fit note is received the employee’s line management will contact the employee 
and arrange for a meeting between the employee and their line management. At this 
meeting the suggested amendments will be discussed with the aim of facilitating the 
employee’s return to work.  
 
If the suggested amendments are not possible the employee will remain on sick 
leave. If amendments are possible the employee will return to work, but regular 
reviews will be carried out to ensure that the amendments are adequate. It should 
be noted that any amendments are not to be viewed as a permanent change to the 
contract of employment.  
 
4.5 Medical examination 
 
The Council reserves the right to require the employee to be examined by a 
practitioner of its choice in order to seek a medical opinion. (A refusal to be 
examined may lead the Council to take disciplinary action against the employee, up 
to and including dismissal.) 
 
4.6 Access to medical reports 
 
In order to gain as much information about the employee's medical condition as 
possible, the Council may also request the employee’s permission to contact his or 
her GP and ask for a medical report on the employee's condition. The employee may 
ask to see this report. 
 
4.7 Extended absences and fair review 
 
The Council will be sympathetic when an employee is ill, but the employee should 
appreciate that if they are persistently absent through ill-health or long-term injury 
or incapacity, it will not be possible for the situation to continue indefinitely, and 
their employment may be reviewed or terminated. Termination will not take place 
without: 
 
• full consultation with the employee 
• medical investigation 
• a consideration of alternative employment. 
 
Where a return to work does prove possible, the Council may require that the 
employee's fitness to return is confirmed by a practitioner of the Council’s choice. 
 
4.8 Meetings/home visits 
 
During any absence it is important that the employee keeps in touch so that their 
line management is kept informed of the employee's health and likely return-to-
work date. The employee will therefore be periodically asked to attend meetings 
with their line management on work premises, for the purpose of providing 
information and facilitating an effective return to work. 
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If the employee is too unwell or physically unable to attend the office, the Council 
reserves the right to visit him or her at home. 
 
4.9 Disability 
 
If the employee has a condition that means they might be considered disabled within 
the meaning of the Equality Act 2010, the Council will attempt to make reasonable 
adjustments to their job to accommodate their requirements. The employee will be 
fully consulted at all times. If reasonable adjustments or alternative employment 
prove not to be viable options, and there is no likelihood of a return to work in the 
near future, a decision to dismiss may be the inevitable outcome. 
 
4.10 Dismissal and the right to appeal 
 
In the event of a dismissal, the reason for the dismissal and the circumstances 
leading up to that decision will be documented in writing to the employee. The 
employee may appeal against their dismissal by writing, within five working days of 
their receipt of the dismissal letter, to the Appeals Panel, stating the grounds on 
which they wish to appeal. 
 
The appeal will be heard in accordance with the Council’s disciplinary appeals 
procedure. This right also applies to ‘action short of dismissal’ such as alteration of 
duties. 
 
5. Payment arrangements  
 
5.1 Statutory sick pay (SSP) 
 
The employee's SSP qualifying days are either Monday to Sunday or, in the case of 
part-time employees, those days that he or she normally works. If the employee is 
eligible for the payment of SSP, it will be subject to the deduction of tax and National 
Insurance contributions. 
 
5.2 Contractual sick pay 
 
The Council operates a council sick pay scheme. Information relating the scale of 
payment is in the contract of employment.  
 
5.3 Unpaid sickness 
 
There are circumstances where the employee's absence due to sickness will be 
unpaid, eg when: 
 

• he or she is ineligible for council sick pay 

• he or she has exhausted this scheme and a decision is awaited regarding their 
future employment. 
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The employee should note that during periods of unpaid sickness he or she will 
receive neither any basic salary nor variable payments. Further, holidays will only 
accrue at a rate that is commensurate with his or her statutory entitlement under 
the Working Time Regulations 1998, i.e. pro rata up to a total of 28 days per annum, 
including public holidays. 
 
6. Return of the Council’s equipment 
 
If the employee is off sick for an extended period of time (e.g. one month or more) 
the Council may require them to return Council equipment until they are well 
enough to return to work. 
 
If the employee does not return to work following a period of sickness absence, they 
will be required to return all outstanding Council equipment on the date of 
termination of his or her employment 
 
7. Absences for reasons other than sickness 
 
Requests for time off for reasons other than sickness will be considered by the 
Council in the light of the individual’s circumstances, legal requirements and 
operational needs. 
 
Unauthorised absences will be dealt with in accordance with the Council’s 
Disciplinary Policy and Procedure. 
 
8. Abuse of this policy 
 
Any abuse in the application of this policy will be dealt with in accordance with The 
Council’s Disciplinary Policy and Procedure and may possibly result in disciplinary 
action being taken, up to and including dismissal. 
 
9. Alterations and amendments to this policy 
 
This policy does not form part of an employee’s contract of employment. The Council 
reserves the right to amend or withdraw this Policy at its absolute discretion, in 
accordance with the needs of the council. 
 
10. Additional information 
 
For further information, please contact The Clerk to the Parish Council. 
 
11. Amendment Record 
 
Version 1: Initial issue 
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THIS AGREEMENT is made on (date) 

PARTIES 

 

(1)  MARCHWOOD PARISH COUNCIL of Marchwood Village Centre Marchwood Southampton 

SO40 4SF (charity no 284618 ) ('the Trustee') and 

(2)  MARCHWOOD PARISH COUNCIL of Marchwood Village Centre Marchwood Southampton 

SO40 4SF ('the Council') 

 

BACKGROUND 

 

1. The Trustee is the registered proprietor of the land known as Lloyd Recreation Ground Main 

Road Marchwood SO40 4US under title no HP798554 by virtue of a deed of gift dated 16 

November 1920 and conveyance of 3 August 1945 and is the sole managing trustee of the 

Lloyd Recreation Ground Charity. 

2. The Trustee has requested the Council to perform the Services 

3. The Council pursuant to section 111 of the Local Government Act 1972, section 19 of the Local 

Government (Miscellaneous Provisions) Act 1976, section 297 of the Charities Act 2011 and 

other enabling powers has agreed to perform the Services set out in the schedule ('the 

Services'). 
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IT IS AGREED: 

1  Council's obligations 

   At the request of the Trustee and for the consideration specified in Clause 2 the Council shall 

perform the Services in accordance with this Memorandum of Agreement. 

2  Contract Sum 

2.1 The Trustee shall pay to the Council all income received from the Services as received from 

time to time as specified in this Memorandum of Agreement. 

2.2 The Council shall in its discretion grant aid the Trustee to the extent that the income derived 

from the Services shall fall short of the cost to the Council of providing the Services. 

2.3 The Council shall pay to the Trustee any surplus of income derived from the Services over the 

costs and expenses incurred or allocated to the performance of the Services 

2.4 The accounting arrangements for income derived and costs and expenses incurred or 

allocated shall be in accordance with Condition 5. 

2.5 For the purposes of determining the financial arrangements pursuant to this Agreement, 

Schedule 2 shall have effect. 

2.6  The financial arrangements shall be reviewed annually as part of the Council’s budget-setting 

process. 

3  Authorised Officer 

   The 'Authorised Officer' means the Clerk to the Trustee or such other person or persons as 

shall be appointed by the Trustees 

4  Disputes 

   Any dispute concerning this Contract shall be dealt with in accordance with Condition 15 of 

the Conditions of Agreement 

 

Signed on behalf of the Trustee 

 

Signed on behalf of the Council 
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CONDITIONS OF AGREEMENT 

1. Definitions 

1.1 In this Memorandum of Agreement, save where the context otherwise requires, the following 

expressions shall have the meanings assigned to them: 

1.2 'Authorised Officer' means the officer referred to in Clause 3 of this Agreement or officer 

fulfilling the like role; 

1.3 'Commencement Date' means 18th May 2020. 

1.4  ‘Conditions' means these Conditions, any supplementary conditions and any modification of 

these Conditions; 

1.5 'Contract Sum' shall be the sums which shall be the  actual costs of effecting and carrying out 

the Services less the fees and charges collected by the Council (which fees and charges shall 

belong to the Council and which sums shall be credited against the Contract sum)  Review; 

1.6 ‘costs and expenses’ include all revenue and capital costs and expenses incurred in or 

allocated to the performance of the Services including staff costs, overheads, administrative, 

professional and technical costs and fees, payments due to or made to third parties for service, 

supplies and works, irrecoverable VAT, irrecoverable National non-domestic rates and other 

taxes; 

1.7 ‘the Land’ means the land referred to recital 1 

1.8 ‘the Memorandum of Agreement' and 'this Memorandum of Agreement' means the 

Agreement set out above, these Conditions, any supplementary conditions and any 

modification of these Conditions, the Schedule; 

1.9 'Term' shall be construed in accordance with Condition 4; 

1.10 ‘Plan’ means the plan attached to this Memorandum of Agreement; 

1.11 'Plant' means equipment, machinery, plant and vehicles;' 

1.12 ‘the Schedule’ means the Schedule to the Memorandum of Agreement; 

1.13 'the Services' means the services described in the Schedule; 

1.14 'the Trustee' means Marchwood Parish Council or any successor authority; 

1.15 the masculine includes the feminine and in the case of a limited company the indefinite article, 

and the singular includes the plural and vice versa; and 
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1.16 reference to any Act of Parliament and to any orders, regulations or rules made pursuant to 

that Act shall include reference to any modification, re-enactment or replacement. 

2. Variation of Contract 

2.1  Without prejudice to any other of these Conditions, no omission from, addition to or variation 

of this Memorandum of Agreement shall be valid or of any effect unless it is agreed in writing 

and signed by the Authorised Officer and by a duly authorised representative of the Council. 

2.2  Save for an omission, addition or variation agreed pursuant to Condition 2.1 any provision 

inconsistent with these Conditions contained in any other document or in any oral agreement 

is agreed to be void and of no effect. 

3. The Authorised Officer 

3.1 The functions, rights and powers conferred by this Memorandum of Agreement upon the 

Trustee shall be exercised by the Authorised Officer.  

4. Term 

4.1  This Memorandum of Agreement shall extend for a period of five years from the 

Commencement Date and shall not be terminable by either party within that period save in 

accordance with this Memorandum of Agreement. 

5. Performance of the Services 

5.1  During the Term the Council shall perform the Services (and any modifications authorised by 

or under this Memorandum of Agreement) efficiently, effectively and safely and in a manner 

totally consistent with the terms of this Memorandum of Agreement and to the entire 

satisfaction of the Authorised Officer. 

5.2  All costs and expenses incurred in the performance of the Services shall be paid by the Council 

who shall be entitled to be paid any income received from the use and facilities of the Land as 

from the date of this Memorandum of Agreement  

5.3 The Trustee shall (to the extent of any funds which are available to it) reimburse to the Council 

reasonable costs expended by the Council in carrying out any instructions under this Condition 

5  
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5.4 By no later than 30 June in each year of the Term the Council shall provide a statement to the 

Trustee detailing the income received and the costs and expenses incurred in or allocated in 

the financial year to 31 March. 

5.5 In the event of there being a shortfall in the income received against the costs and expenses 

incurred in or allocated in a financial year the Council shall make a determination of the 

appropriate level (if any) of grant aid by no later than the following 31 July. 

5.6 In the event of there being a surplus of income received over the costs and expenses incurred 

in or allocated in a financial year the Council shall pay such surplus to the Trustee no later than 

the following 31 July. 

5.7 The treatment of and procedures for the accounting for income and costs and expenses shall 

be made in accordance with the Accounts and Audit Regulations 2015 or provisions replacing 

or amending the same as they apply to the Council. 

6. Assignment 

6.1  The Trustee shall not be entitled to assign the benefit of this Memorandum of Agreement or 

any part of the Memorandum of Agreement  

6.2  The Council shall not assign this Memorandum of Agreement or any part of it or any benefit 

or interest in or under it. 

6.3  The Council may sublet the whole or part of the Services but such subletting shall not relieve 

the Council from any liability or obligation under the Memorandum of Agreement and it shall 

be responsible for the acts, defaults and neglects of any contractor, its agents or servants as 

fully as if they were the acts, defaults or neglects of the Council, its agents or servants. 

7. Premises and Licence 

7.1 The Trustee grants to the Council a licence to enter, occupy and use the Land and any 

buildings or other facilities for the purposes of performing the Services. 

8. Plant 

8.1  The Council shall at all times during the Term provide and maintain all such Plant as is 

necessary for the proper performance of the Services. 
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9. Council's staff 

9.1  The Council shall at all times during the Term employ sufficient persons of sufficient abilities 

and skills for the proper performance of the Services. In particular the Council shall provide 

sufficient currently qualified staff to operate all premises and undertake all activities in 

accordance with all appropriate statutes, regulations and case law to ensure, amongst other 

things, that employees and members of the public are kept safe at all times. 

9.2  The Council shall at all times during the Term employ sufficient persons of sufficient abilities 

and skills to supervise and administer the performance of the Services in a proper and 

continuous manner. 

9.3  The Council shall at all times take all such precautions as are necessary to protect the health 

and safety of all persons employed by it, and shall comply with the requirements of the Health 

and Safety at Work etc Act 1974 and of any other Acts, regulations, orders or EU directives 

relating to the health or safety of employed persons. 

10. Liability of Council 

10.1  The Council shall be liable for and shall indemnify the Trustee against any expense, liability, 

loss, claim or proceedings arising under any statute or at common law in respect of personal 

injury to or death of any person arising out of or in the course of or caused by the performance 

of the Services, except to the extent that the same is due to any act or neglect of the Trustee 

or of any person for whom the Trustee is responsible. 

10.2  The Council shall be liable for and shall indemnify the Trustee against any expense, liability, 

loss, claim or proceedings in respect of any loss of or injury or damage to any property, real or 

personal, in so far as such loss, injury or damage arises out of or in the course of or by reason 

of the performance of the Services, and to the extent that the same is due to any negligence, 

breach of statutory duty, omission or default of the Council, its employees or agents, or of any 

person employed or engaged by the Council upon or in connection with the performance of 

the Services or any part, its employees or agents. 

11. Insurance 

11.1  Without prejudice to Condition 16, the Council shall at all times maintain in force such policies 

of insurance and shall fully insure and indemnify itself against liability: 
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I. to the Trustee and to any employee of the Trustee; 

II. to its employees; 

III. to any other person; 

IV. in the sum of at least £10 million in respect of each claim. 

12. Liability of Trustee 

12.1  The Trustee shall not be liable for any loss or damage however arising except for loss or 

damage directly arising from negligent acts or omissions of the Trustee, its servants or agents. 

Damages arising from such negligent acts or omissions shall be limited to direct and 

unavoidable losses and the Council shall take all reasonable steps to mitigate such losses. 

13. Termination 

13.1  Without prejudice to any other remedy, the Trustee shall be entitled forthwith to terminate 

this Memorandum of Agreement in the event of any material breach by the Council of any 

other provision of the Memorandum of Agreement; 

13.2 Either party may give to the other one year’s prior written notice to terminate this 

Memorandum of Agreement; 

13.3 Such termination shall be without prejudice to any rights and liabilities which may have 

accrued up to the date of termination and upon such termination, in addition to such 

consequences as are set out in the other provisions of this Memorandum of Agreement the 

Council shall immediately cease to perform any of the Services. 

14. Notices 

14.1 Any notice to be served upon the Trustee shall be valid or effective provided it is sent by 

prepaid post or delivered by hand to the Trustee at the address specified in the Agreement or 

to such other address as the Authorised Officer may notify the Council in writing. 

14.2 Any notice to be served upon the Council shall be valid or effective provided it is sent by 

prepaid post or delivered by hand to the Council at the address specified in the Agreement or 

to such other address as the Council may notify the Trustee in writing. 

15. Arbitration 

15.1  If any dispute or difference concerning this Memorandum of Agreement shall arise between 

the Trustee (or the Authorised Officer on its behalf) and the Council, such dispute or difference 
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shall be referred to the arbitration and final decision of a person to be agreed between the 

parties, or failing agreement within 14 days after either party has given to the other a written 

request to concur in the appointment of an arbitrator, a person to be appointed on the request 

of either party by the President of the Institute of Leisure and Amenity Management. 

15.2 The arbitrator shall be entitled to make such decision or reward as he thinks just and equitable 

having regard to the circumstances then existing, the cost of such arbitration to follow the 

event, or in the event of neither party succeeding, to be apportioned between the parties by 

the arbitrator in such proportions as he in his absolute discretion thinks fit. 

15.3 Any reward or decision of such arbitrator shall be final and binding on the parties to this 

Memorandum of Agreement. 

15.4 Unless this Memorandum of Agreement shall have already been determined or abandoned, 

the Council shall in every case continue to proceed with the Services with all due diligence, 

and the Council and the Trustee shall both give immediate effect to every such decision of the 

Authorised Officer, unless and until the same shall be revised by an arbitrator. 

16. Observance of statutory requirements 

16.1 The Council shall comply with all statutory and other provisions to be observed and performed 

in connection with the Services provided under this Memorandum of Agreement with 

particular regard to the health and safety of employees and of the public and shall indemnify 

and keep indemnified the Trustee accordingly. 

16.2 Without prejudice to the generality of Condition 16.1 the Council shall in performing the 

Services seek to protect the natural flora and fauna and the historical heritage of the Land. 

16.3 Each party will comply with its obligations under the Freedom of Information Act 2000, 

Environmental Information Regulations 2004, and Data Protection Act 2018.  Each party will 

supply promptly to the other all information necessary to enable the other to comply with its 

obligations under the Freedom of Information Act 2000, Environmental Information 

Regulations 2004, Data Protection Act 2018, Public Bodies (Admission to Meetings) Act 1960, 

the Local Government Act 1972, the Local Audit and Accountability Act 2014, the Openness of 

Local Government Bodies Regulations 2014, the Charities Act 2011 and with respect to 
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disclosure and barring service checks and the requirements, orders or instructions of any 

regulator or court . 

17. Whole understanding 

17.1 This Memorandum of Agreement constitutes the whole understanding of the parties as to the 

subject matter of this Memorandum of Agreement and there are no prior or 

contemporaneous agreements between the parties. 

18. Waiver 

18.1 Failure by the Trustee at any time to enforce any provision of this Memorandum of Agreement 

or to require performance by the Council of any of the provisions of this Memorandum of 

Agreement shall not be construed as a waiver of any such provisions and shall not affect the 

validity of this Memorandum of Agreement or any part of it or the right of the Trustee to 

enforce any provision in accordance with its terms. 

19. Severance 

19.1 If any provision of this Memorandum of Agreement shall become or shall be declared by any 

court of competent jurisdiction to be invalid or unenforceable in any way such invalidity or 

unenforceability shall in no way impair or affect any other provision, all of which shall remain 

in full force and effect. 

20. Inconsistency 

20.1 In the event of a conflict between any of these Conditions and any provision of the Appendices 

the provision of these Conditions shall prevail. 

21. Clause headings 

21.1 The clause headings shall not be construed as part of these Conditions. 

22. Law 

22.1 This Memorandum of Agreement shall be governed by and construed in accordance with the 

laws of England and the Council irrevocably submits to the jurisdiction of the English courts. 
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SCHEDULE 1 (the Services) 

  Particulars Standards 

1.  Manage events on the 
land known as the Lloyd 
Recreation Ground. 

Arrange bookings. 
Issue appropriate licences. 
Collect fees. 
Check insurances. 
Ensure that participants have 
disclosure and barring checks. 
Ensure that organisers have 
undertaken appropriate risk 
assessments and carry into effect 
appropriate safeguards, have 
arrangements in place to comply with 
health and safety, food hygiene and 
safety and electrical safety. 

Ensure that no 
organisers acquire 
any rights in the 
land or any 
tenancy. 

2.  Undertake the 
maintenance of the Lloyd 
Recreation Ground. 

Grass cutting. 
Tree maintenance. 
Water quality control. 
Brush cutting. 
Hedgerow and fence management. 
Ditch clearance. 
Strimming. 
Litter picking. 
Litter collection. 
Pitch marking. 

 

3.  Manage and maintain the 
car park marked on the 
Plan. 

Maintain the surface and boundary 
structures. 
Install and maintain any security or 
safety measures including PIR lighting 
and CCTV. 
Take appropriate enforcement action. 
Erect and maintain appropriate signs. 

 

4.  Grant and manage 
concessions and licences. 

Arrange bookings. 
Issue appropriate licences. 
Collect fees. 
Check insurances. 
Ensure that participants have 
disclosure and barring checks (if 
appropriate). 
Ensure that concessionaires and 
licensees have undertaken appropriate 
risk assessments and carry into effect 

Ensure that no 
concessionaire or 
licensee acquires 
any rights in the 
land or any 
tenancy. 
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appropriate safeguards, have 
arrangements in place to comply with 
health and safety, food hygiene and 
safety and electrical safety. 

5.  Provide and maintain a 
children’s play area. 

Undertake the design, manage any 
contract for works, equip and maintain 
the facilities provided. 
Carry out appropriate safety 
inspections in accordance with best 
practice. 

 

6.  Effect appropriate 
insurances of the land, its 
buildings, structures and 
works, public liability 
insurance on behalf of 
the Trustee. 

Arrange for Public Liability and 
Employer’s Liability Insurance. 
Motor Insurance. 
Buildings Insurance. 

 

7.  Manage and maintain the 
buildings on behalf of the 
Trustee. 

To keep in repair the Sports Pavilion 
and Marchwood Youth Club meeting 
room and the Parish Council’s 
workshop including their structure, 
interior and exterior and manage their 
operation. 

 

8.  Undertake the 
maintenance of the 
facilities provided at the 
Lloyd Recreation Ground. 

Five-a-side court. 
3G court. 
Tennis Court fixtures & fittings. 
Gates and padlocks. 
Floodlights & pylons. 
Goal posts, nets and fixtures. 
Basketball post, nets and fixtures. 

 

9.  Functions carried out by the 
Council’s responsible 
financial officer 

Preparation of the Charity Commission 

annual return. 

Banking of Cash & Cheques received from 

the hire of facilities. 

Preparation of the annual budget for 

approval of the Trustee 

Day to day account administration. 

Advice and guidance to the Trustee Annual 
Income statement for the Annual General 
Meeting of the Trustee. 
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SCHEDULE 2 (Financial Arrangements) 
 

Budget Description Income Expenditure Allocation of staff 
costs to the 
Services 

Grant 

      

 









































 Confidential

April May June July August September October November December January February March Total

Income
MPC 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 1,250 15,000

Band A refund (TYSS) 270 270

Band B Refund (TYSS) 810 810

Band B Refund (DAF) 2,176 2,176 4,351

Grand Total 4,506 1,250 1,250 1,250 1,250 1,250 3,426 1,250 1,250 1,250 1,250 1,250 20,431

Expenditure
Administration

Insurance 57 57 57 57 57 57 57 57 57 57 57 57 684

Office Support 248 243 243 243 243 243 243 243 243 243 243 243 2,921

Stationary 19 19 19 19 19 19 19 19 19 19 19 19 222

Telecoms and IT 21 21 21 21 21 21 21 21 21 21 21 21 252

Accountant 41 41 41 41 41 41 41 41 41 41 41 41 492

Sub Total 386 381 381 381 381 381 381 381 381 381 381 381 4,571

Direct Delivery Support

Management 68 68 68 68 68 68 68 68 68 68 68 68 814

Sub Total 68 68 68 68 68 68 68 68 68 68 68 68 814

Direct Delivery - Youth Worker 

Costs

Band A 385 385 488 488 488 488 488 488 488 488 488 488 5,653

Band B 725 725 725 725 725 725 725 725 725 725 725 725 8,703

Band C 69 69 69 69 69 69 69 69 69 69 690

Sub Total 1,110 1,110 1,214 1,214 1,214 1,214 1,214 1,214 1,214 1,214 1,214 1,214 15,046

Expenditure Grand Total 1,563 1,558 1,662 1,662 1,662 1,662 1,662 1,662 1,662 1,662 1,662 1,662 20,431

End of Year Forecast 0

Annex 2 - Income and Expenditure 2020-2021

Page 1 of 1



PLANNING AND TRANSPORTATION/HOUSING PORTFOLIO HOLDER DECISION 
 
 
 

BRITISH TELECOM CONSULTATION ON THE INTENDED REMOVAL OF 80 PUBLIC CALL BOXES 
WITHIN THE DISTRICT 

 
 
 

1. INTRODUCTION 
 

1.1 The Council has been consulted by British Telecom (BT) on a proposal to remove a total of 34 
Public Call Boxes from within the District of which 8 are located within the National Park and 
26 are located outside the Park. The Council is able to raise objection to the removal of any 
of these call boxes, provided such objections can be justified by reference to specified 
criteria and whilst having regard to the interests of telecommunication providers. 

 
1.2. This report gives details of the consultation exercises that have been undertaken and 

provides an assessment for each of the 34 call boxes affected in light of the responses 
received. Approval is sought to issue a decision notice which identifies 8 call boxes which the 
Council wishes to be retained. Once issued, the decision notice is published and submitted 
to BT and the Secretary of State. BT has a right to challenge the Council’s decision through 
an appeal process. 

 
 

2. DETAILS 
 

2.1 A schedule of all the call boxes BT wish to remove is attached to this report at Appendix 1. 
 

2.2 Each call box that BT has proposed to remove within the National Park is identified by 
numbers NPA 1 to NPA 8. Each call box proposed to be removed outside the National Park 
is identified by numbers 1 to 26. 

 
 

3. CONSULTATION 
 

3.1 BT has displayed a notice on each call box to tell the public: 
 

i) that BT is planning to remove the phone box 
 

ii) the name of the Local Planning Authority to whom people can send any comments 
(within 42 days) 

 
iii) a Freephone number people can call to find out the next nearest phone box 

 
3.2. In addition, all affected Parish Councils have been consulted on BT’s list of proposed call 

boxes to be removed. The Parish Councils have also been advised of BT’s scheme whereby 
individuals or community groups, including Parish Councils, may ‘adopt’ a call box 
for £1. The ‘adopt a box’ scheme is a matter for the individual or organisation that wishes to 



adopt the call box and BT itself. The scheme has no bearing on the recommendations in this 
report, however it has been mentioned under the ‘Parish Council Response’ section of the 
assessment if a Parish Council have informed us of their wish to adopt a box which is 
proposed for removal in this consultation. A consultation between some parishes and the 
New Forest National Park Authority has taken place, however the National Park consultation 
only refers to proposed adoption of PCBs.  Councillor Mark Steele has suggested that a 
beneficial use of PCB’s may be to accommodate defibrillators this issue is being explored 
independently of this process for the removal of call boxes. 

 
3.3 In response to consultation the Council has received only one letter from a local resident in 

relation to the call box at Butlers Lane Gorley Road Ringwood BH24 1TJ (4). The following 
Parish Councils have responded to the consultation: 

 
 
 

Parish/Town Council Payphone 
Reference 

Comments 

Ringwood Town Council 3 and 4 3. No objection  
4. Objection:  on the basis of the 
demographics of the area, it is in a well 
positioned and visible area close to local 
shops and serves areas of social housing.  

 
 
 

Hordle Parish Council 8 8. removal welcomed  
 

Copythorne Parish Council  NPA5 and NPA6 NPA5 no objection, wish to adopt. 
NPA6 no objection 

Hythe and Dibden Parish Council 16, 17 and 18 16: Object –  object, number of calls 
demonstrate need to retain  
17: on the grounds of the demographics 
of the area – there is a large estate 
nearby with number of rented and social 
housing units. 
18: the number of calls suggest a need, 
mobile phone coverage is patchy, the 
PCB is located on a school route and it 
should be available for use by students 
in an emergency 
 



Fawley Parish Council 25 and 26 25 – no objection 
26 – no objection 

New Milton Town Council 6, 7 and 9 6 – objection – demographoc 
7 – objection – lack of mobile coverage 
9 – objection - demographic 



4. ASSESSMENT 
 

4.1 The following factors are of relevance in assessing whether any of the call boxes should be 
retained: 

i) Usage. How many times has the payphone been used in the last 12 months 
 

ii) Emergency calls. What is the likelihood that the payphone may be required in the 
case of an emergency to contact services? Is the call box near a traffic accident black spot? 

 
iii) The demographic of the area. Does the social composition of the area indicate that 
a payphone may be required for residents who cannot afford their own home phone or 
mobile phone? 

iv) Mobile phone coverage. What is the quality of mobile phone provision for making 
voice calls? 

4.2 All of the call boxes have been assessed using these criteria and the conclusions are set out 
in the document attached at Appendix 2. The assessment takes account of the consultation 
responses received. 

 
4.3 In summary, the assessment identifies eight call boxes which it is considered necessary to 

retain as follows: 
 

Box reference Location Reason for objection 

4 Junction of Butlers Lane 
and Gorley Road 
Ringwood BH24 1TJ 

Social composition 

14 Efford Way Pennington 
SO41 8DA 

Social composition 

16 Fairview Drive Hythe SO45 
5GY 

High usage / social 
composition 

17 Outside 52 Netley 
View Cedar Road 
Hythe SO45 3PG 

Social composition 

18 Outside Post Office North 
Road Dibden Purlieu SO45 
4PG 

Level of usage, patcy 
mobile phone coverage, 
should be available for 
emergency use 

6 Outside Ramsey Court Drake 
Close New Milton BH25 7DZ 

Social composition 

7 Jn of Barton Court Avenue 
and Marine Drive Barton on 
Sea BH25 7DZ 

Lack of mobile phone 
coverage 

9 Outside 14 The Parade 
Ashely Road New Milton 
BH25 5BS 

Social composition 

  



 

 5. FINANCIAL CONSIDERATIONS 

 
5.1 There are no relevant financial considerations for this consultation. 

 
 
 

6. RECOMMENDATION 

 
6.1 That the Council issues a decision for publication which raises objection to the removal of the 5 

call boxes identified in the assessment at  Appendix 2. 
 
 
 

7. PORTFOLIO HOLDER DECISION 

 
. 

 
 
 

SIGNED:  

 
 

DATE:  

 
Further Information: 
 
 
 
 

Steve Clothier 
Development Management Officer 
Planning 
New Forest District Council Tel: 
023 8028 5588 
Steve.clothier@nfdc.gov.uk 

 



Draft Audit report & Risk Assessment of Financial systems’ internal controls for Marchwood Parish Council. 
Prepared by the Responsible Finance Officer on 5th March 2020 

No. 
 

Internal Control Tests Findings 

1 Proper Bookkeeping  
1.1 Is the purchase ledger and cashbook maintained and up 

to date? Format used? 
The purchase ledger and cashbook is maintained using the OMEGA finance 
package and is to be prepared up to 31st March 2020. Rialtas Business Systems 
OMEGA finance package. 

1.2 Is the purchase ledger and cashbook arithmetically 
correct? 
 

The purchase ledger and cashbook is analysed into cost centre headings with full 
cross casting to confirm overall totals. 

1.3 Is the purchase ledger and cashbook regularly 
balanced? 
 

The Responsible Finance Officer confirmed that the purchase ledger and 
cashbook is prepared at the end of each financial year when it is balanced by 
cross casting and confirmed by full bank reconciliation. Balances are reported to 
each Parish Council meeting and each Policy & Resources committee meeting.  

2a Standing Orders and Financial Regulations   
2.1 Has the Council formally adopted Standing orders and 

Financial regulations & dates approved? 
Financial Regulations were last reviewed and adopted at the meeting of the 9th 
December 2019 [minute 20/240]. Model Standing Orders have been reviewed 
and were adopted by the Parish Council at the meeting of the 9th December 2019 
[minute 20/243]. 

2.2 Has an RFO been appointed with specific duties noted 
in both his contract & Financial regulations? 

The RFO Is the Parish Council’s Section 151 Officer and his duties are detailed 
in the Financial Regulations revised in 2019. The RFO has a formal contract of 
Employment and Statement of Particulars and these were signed on the 29th 
October 2012. 

2.3 Have items or services above a de minimis amount 
been competitively purchased? 

Normal levels of competitive tending apply where three quotations will be 
required and these would need to be approved by the Full Council.  

2.4 The General Data Protection Regulations (GDPR) 
 

Following on from the GDPR coming into force the Parish Council publishes a 
privacy notice on its website and has undertaken a Data Audit to identify where 
all data is held and for how long.  

2b Payments Controls  
2.5 Are payments in the purchase ledger and cashbook 

supported by invoices, authorised and minuted? 
Proper invoices support all payments, which are cross referenced by cheque no. 
and then Financial Regulations cover various levels for tenders etc. A payment 
schedule is prepared each month by the RFO and submitted to the Parish Council, 
where it is approved and minuted. Two councillors (from the total of approved 
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signatories) then sign cheques for payment.  
2.6 Has VAT on payments been checked, recorded and 

reclaimed?  Frequency & refunds into which A/c? 
Proper VAT invoices are provided when relevant, with VAT checked and entered 
in separate coding column within the OMEGA package. VAT is reconciled 
monthly and recorded within the OMEGA package VAT claims are submitted 
quarterly as per the latest HMRC guidelines.  

2.7 Is Section 137 expenditure separately recorded & in 
limit? 

The set limit for 2019-20, if applied, is Number of Parishioners at 31st March 
2019 (2443) x Section 137 rate for 2019-20 (£8.12 per elector) = Total limit 
£19,837.16. In practice a budget of £1,000 is administered by the Policy & 
Resources committee. 

3 Risk Management Arrangements  
3.1 Does a scan of the minutes identify any unusual 

financial activity, projects, events etc.? 
Any financial aspects for special projects & events are discussed by Council, and 
minuted stating financial implications involved. 

3.2 Do the minutes record the Council carrying out any 
annual risk assessments? Play areas/BMX/skateparks 
regularity of checks & documentation? 

The Parish Council’s Amenities committee is responsible for undertaking play 
area inspections. In 2019 these were completed by the Play Inspection Ltd on the 
7th November 2019. 

3.3 Is insurance cover appropriate and adequate? Policy 
nos. & broker/company? FG Cover level correct? 

Parish Council insurance is held with AXA Insurance UK Ltd policy number 
RGBDX6962034 dated 1st June 2019 covering the standard local council aspects, 
renewable each June. The level of fidelity guarantee cover held is now £500,000. 
The Lloyd Recreation Ground Trust insurance is held with Hiscox Ltd policy 
number 9284890/5951928 dated 1st June 2019. Motor insurance is provided by 
Countrywise Motor Insurance Ltd policy number AGRI/100146/2019 dated 1st 
June 2019. 

3.4 Are internal financial controls documented and 
reviewed regularly? 

This is the first financial risk assessment for financial systems’ internal controls 
produced within this document. 

4 Budgetary Controls  
4.1 Has the Council prepared an annual budget in support 

of its precept? Council minute & date? 
The Policy & Resources committee prepares a budget based upon the Parish 
Council requirements each November. Full Council ratifies this in December and 
then New Forest District Council is notified of precept required each January.  
The process for 2019-20 was begun at the Policy & Resources committee 
meeting of the 18th November 2019 (precept & budget) [minute 16] and 
completed  at the Full council meeting of the 9th December 2019 (precept & 
budget) [minutes 20/224 & 20/225] 
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4.2 Is actual expenditure against the budget regularly 
reported to the Council & minuted? 

Actual expenditure is monitored and reported by the RFO on a monthly basis. 
Appropriate action is taken by the Parish Council if required. 

4.3 Are there any significant and unexplained variances on 
budget? 

A process is in place to report significant variations whereby the Clerk & RFO 
will inform the Council of large variances. Any action required will be approved 
by Full Council. 

5 Income Controls  
5.1 Is income properly recorded and promptly banked? Any income received is recorded, banked promptly by Clerk/RFO into Lloyds 

Bank Treasurers account 00606458 and the details are entered into the cashbook 
to a relevant code. 

5.2 Does the precept recorded in the cashbook agree to the 
DC’s notification? Yearly review of scale of fees?  

Precept is received in April and September from New Forest District Council and 
paid direct into Lloyds Bank Business account 07107031 with a remittance 
advice received to confirm transfer amount. 

5.3 Are security controls over cash adequate and effective? Cash received is banked as soon as possible after being received. 
6 Payroll Controls  
6.1 Does the staff salaries/wages paid agree with those 

approved by the Council & what is review frequency? 
Staff salaries follow approved guidelines and comply with the NJC agreements. 
All staff salaries will be noted at the Annual Council Meeting on the 4th May 
2020 

6.2 Are other expenses to the Clerk/staff reasonable and 
approved by the Council? 

Casual user mileage @ 45p per mile is paid for travelling to meetings and 
training courses.  

6.3 Have PAYE/NIC/ Pensions been properly operated by 
Council as an employer? Payment frequencies/method? 

The Parish Council uses SAGE Payroll for calculating the monthly salary of all 
staff and for ensuring that Income Tax and National Insurance is deducted and 
paid over to HMRC on a regular basis.   

7 Assets Controls  
7.1 Does Council keep an asset register of all assets owned 

incl. serial nos.? Annual physical check noted? 
The Clerk & RFO holds an asset register on computer, analysed into types and 
locations.  The insurance value of the total assets (all risks) is £955,504 

7.2 Are the Asset/Investments registers up to date, incl. 
disposals? Note all Investments held with a/c nos. 

The Asset Register contains detailed descriptions of each item. 

7.3 Do asset insurance valuations agree with those in the 
asset register? 

The asset register valuation is currently confirmed with the AXA Insurance UK 
Ltd to ensure that all items carry the correct valuation and this has been applied to 
the insurance policy.  

8 Bank Reconciliation  
8.1 Is a bank reconciliation for each account held? Yes.  
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Note each account with bank/branch & a/c no.  
 

Treasurers Account 00606458 held at Lloyds Bank PLC. 
Business account 07107031 held at Lloyds Bank PLC. 
Deposit account 07142724 held at Lloyds Bank PLC. 
CCLA Deposit Fund 01123500PC. 
United Trust Bank Fixed Term Deposit 20121163. 

8.2 Are Bank reconciliations conducted on receipt of 
statements & with what frequency? 

All accounts are reconciled through the OMEGA package on a monthly basis 
when the bank statements are received. 

8.3 Are there any unexplained balancing entries in any 
reconciliation? 

No, all bank interest/charges, direct debits and standing orders were entered in 
Cashbook as per bank statements. 

9 Year-end Procedures  
9.1 Are Year-end, final accounts prepared on a Receipts 

and Payments or Income and Expenditure basis? 
Income and Expenditure basis. 

9.2 Do the accounts agree with the cashbook codings? Yes: Final end of year accounts confirm that entries made in the cashbook are 
accurate and agree to all bank accounts held by the Parish Council. 

9.3 Is there an audit trail from underlying financial records 
to the accounts, for both receipts & payments? 

Full cross referencing of cheque & electronic payments using cheque numbers 
etc, and banking using paying in slip numbers into the cashbook and coding 
analysis occurs. 

9.4 Where appropriate, have debtors and creditors been 
properly recorded?  Are the year-end, General and 
Earmarked reserves held at reasonable levels? 

Debtors and creditors information for financial year 2019-20 is correctly 
recorded. Levels of general and earmarked reserves are held at a reasonable level. 

 
 

Signed   Brendan Gibbs  Date 5th March 2020 
 

Clerk Marchwood Parish Council  
 

Signed   Steve Daly  Date 5th March 2020 
 

RFO Marchwood Parish Council  
 




